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11 February 1976

MEMORANDUM FOR: See Distribution

SUBJECT : Organization of the DCI's Immediate Office
STATINTL

1. The Director will be assisted by an Executive Assistant
| | and a Special Assistant { . Their STATINTL
respective duties are generally as follows:

STATINTL a. (EA/DCI). The Director will look
to her for the organization of his day, to include confirmation
of requests for appointments, as well as being the officer who
will set into motion travel plans and monitor arrangements
related to same. She will have particular responsibility for
assistance to the Director with regard to Congressional,
journalist, and social/personal contacts. She will also under-
take special projects for the Director.

STATINTL b, | (SA/DCI). He will assist the Director
with regard to substantive intelligence production and opera-
tional matters. He will be responsible for checking the com-
pleteness of materials assembled for various meetings the DCI
is to attend such as the 40 Committee, SRG, PFIAB, etc., He
will also have a particular responsibility for seeing that briefing
materials are developed in support of DCI appointments, Addi-
tionally, he will screen intelligence publications and operatienal
cables,

STATINTL

.2, The Director will be supported by two Secretary-Stenos
| | who will handle the telephones
for the Director as well as for the EA/DCI and SA/DCI. Itis contem-
plated that in the future the latter will have his own Secretary-Steno.

STATINTL

3. The functions of the Executive Secretariat remain as described

iril:l As most of you know has joined us as m
gy m— " s Joined us as miGTATINFL

Executive Secretary
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This MNotice Tomires 1 Aumust 1974 . .
ORZANIZATION
21 July 1573
. . ESTABLISHMENT OF THE EXECUTIVE SECRETARIAT

E'S

1. The Executive Secrstariat wa s established effective 12 July
1973.- The Secretariat will be under th= supervision of the Director
and consist of the Exascutive Secretary, two staff assistants, and

two sscretary-stenographers. -

2. The Exscutive Sscretary will perform the following functions:

a. Review and distribute 211 incoming extra-Agsncy correspon-
dance addressed to the Dirasctor and Dsputy Director. Subject to
Teview by the Director and Deputy Director, he will assign tenta-
tive actions and suspense dates to the a*cp*cm*l‘..tn Daputy Director,
Head of Indspendsnt Office, or appropriate officer. He will czll
ths attention of the Drr"ector and Deputy Director to any corre-~.
spondence that warrants their awarenass or guidance prior to com-
pletion of action. He will also review conespmdanc:ﬂ for the . .
signature of the Director and Deputy Director destined to addressaes -
cutside the Agency to assure it is in pror,er form and has bsen :L.l]y
coordinated. This etffort will be supplemented by the personal staffl

.assistants assvﬂ.ed to Lfl ir offices. :

b. Review a._l intra-Agency co*'respor\dem:ﬂ ac d;ea:.ed, to ‘chw
‘Director and Deputy Director, ensuring that staff action has ba
completed and that copies ars disseminated to all interested com-
ponents. Imless specifically exsmpted by the Director or Dsputy
Diractor, all hand-carried material, whether thsy be acticn or
information papers, will be recordsd with ths Sscratariat, togsther

 with a statement or note indicating the action taken (evsa_ if
ex post facta). Im, the event decisians are reachad during ths
course of a telephons conversation, dn effort will ’oa rade to make
notes and file a copy. with the Sscretariat. A recard of all
actions assigned by the Director or Deputy Director will bs main-
ta 1:3(1 nd reviewed with them psr lud’C&l..} .

c. Keesp th2 DCI, DOCI, and Deputy Divactors advissad of sig-
nificant correspondsncs via a periodic reading filsa, provision of
information copies, or oral briefings on particularily sansitiva
topics. ‘
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. index dociments for prompt rotrisval and mainta
prooriate compartmentation of sensitive files of materials.

o. FPExercise suparvision over the Executive Registry and the
Administrative OFficer of the Office of the Director. ' '
£, Provide administrative support to the Secretary ot the

CIA Menagsment Committee, to include developing draft agenda Tor
rsetings, circulating related papers, and taking the mimutes, of
: > : =

[

" the meetings. , .

STATINTL

g. Have developed and monitor a schedule of all major intelli- .

gence production tasks. _ -

" h. Record items of discussion at the Director’s staff meetings
and disseminate actian reminders and establish suspense dates.

i. Approve expenditures relating to the operation of the .
OFffice of the Director, including the DCI Imprest Fund. and Executive
Dining Rocm billings. L - ‘

j. Circulate the calendars of the Director and Deputy Director

on a timely basis and develop the daily absentes list of senlor
officers. a - ’

k. Approve staff cable dissemination reguests and refine all-

staff and command cable and electrical transmissions systems to
assure that the Director and Deputy Director are kept informad.

L. Not used.
m. Act as E Career Service Approving Officer for all parsonnal
das i g

STATINTL

and

actions concerning officers in grades GS-15 and below. .. . -
‘n. Perform other fumctions as assigned by the Directar.
3.1 | was appointed the Executive Sscretary

[Ceputy Executive Sscretatry.

TOR THE DIRECTOR OF (ENTRAL INTELLIGENCE: .

' ROBERT S. WATTLES
g Deputy Directar

Managensnt and Se rvices

RSUTICH: AB

A

ADMINISIRATIVE - INTERNAL USE ONLY

Approved For Release 2003/04/02 : CIA-RDP79M00467A000200130040-2 -

T I

o



